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THIS HANDBOOK BELONGS TO:
Name _ _ _ _ _ _ _ _ _ _ _ _ _ __
Department _______________
Employee N u m b e r - - - - - - - - - - - ~

An Equal Opportunity Employer

The policies stated in this booklet were
effective as of April, 1973. Policy changes
will be noted in subsequent issues of
HEADLINES.
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P. O. Box 1798
532 Rive rside Avenue

'

Jacksonville, F lo r ida 32201
(904 ) 79 1·6111
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J . D. LEWIS
Vice President
Physician Affairs

J . W. HERBERT
Pres ident
Blue Cross and Blue Sh ield

W. J . STANSELL
Senior Vice President
Blue Cross and Blue Shield

WELCOME TO THE NEW EMPLOYEE:

Meet the
Staff

To you who are new among us at Blue Cross & Blue Shield I
want to extend a warm welcome from all of us throughout the
state who work at making the Blue Cross & Blue Shield protection
available to the people of Florida.
There are a lot of things about Blue Cross & Blue Shield that
are unique; the way we go about offering our unparalleled protection agaiast hospital and doctor bills for example. Even our very
reason for existence is unique.

W. R. SKELLEY
Vice President
Corporate Staff and Planning

P.R. MEYERS
Vice President
Claims

This bo0klet has been prepared to try to help you understand
some of our basic principles, as well as to give you a guide to our
employee policies.
We sincerely hope you have the desire to know more about
Blue Cross & Blue Shield for , when you understand what we are
doing, I am sure you will be as proud of your new affiliation as we
are glad to have you as a member of this organization.

H.P . ADAMS
Building Project
Coordinator

F. T. STALLWORTH
Vice Preside'nt
Marketing

C.H . MEYER
Vice President
and Treasurer

MELSNEAD
Vice President
Hospital Rel ations

Sincerely yours,

cflt/~
J. W. Herbert
President of Blue Cross and Blue Shield

Blue Cross of Florida, Inc.
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Blue Shield of Florida, Inc.

T .M. IRWIN, M .D.
Vice President
Medical Division

CECIL RIVER8
Vice President
Data Processing
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Blue Cross
Blue Shield for all of •••

FLORIDA

"-..

• Jacksonville is the Home Office.
• Florida is divided into three Regional Areas.
• Branch Offices are scattered throughout the state.

Blue Cross and Blue Shield employees serve more than
1,600,000 Blue Cross subscribers and 1,400,000 Blue Shield
subscribers throughout Florida.
To help give the subscribers efficient service the state is
divided into three Regional Areas with Jacksonville being the Home
Office and also the headquarters for the Northern Regional
District. St. Petersburg is the Central Regional District
headquarters and Coral Gables is headquarters for the Southern
Regional District. Each region has several Branch Offices.
It is from these Regional Offices and their Branch Offices that
the three Regional Managers and their Branch Managers and
Representatives carry out the work of enrollment and the many
details connected with servicing groups.
The cooperation between the over 2,400 field office and
home office personnel is one of the major contributing factors to
the excellent growth of our program.
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. . WHAT IS BLUE CROSS?
• Blue Cross is a voluntary method of
helping prepay hospital bills.
• Florida Blue Cross is a state-wide,
non-profit organization.
• Florida Blue Cross was founded in
1944.
Florida Blue Cross is a state-wide,
non -profit organization offering to
Floridians a voluntary method of prepaying costly hospital bills.
Blue Cross was founded in Dallas,
Texas, in 1929, when a group of school
teachers began making regular small payments to protect them and their families
from possible financial disaster due to an
unpredictable need for hospital care.
This started a movement that spread
quickly over the entire nation under the
sponsorship of the American Hospital
Association. Separate, independent
Plans, not necessarily covering an entire
state, were established all over the
United States.
In Florida, Blue Cross began in 1944, under a special state law
which authorizes the formation of non-profit corporations to
provide prepaid hospital and medical-surgical benefits for permanent residents of Florida.
Less than 6 cents out of each dollar paid in by subscribers is
used for operating expenses and required reserves. Ttiis means that
over 94 cents are being used to help subscribers pay their hospital
bills. This is recognized by business leaders as a remarkable
achievement.
Because most general hospitals joined in getting Blue Cross
started in Florida, and are today voluntarily participating in the
program, Blue Cross is considered the hospitals' Plan.
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WHAT IS BLUE SHIELD?
•
•
•

Blue Shield is a voluntary method of
helping prepay doctor bills.
Florida Blue Shield is a state-wide,
non-profit organization.
Florida Blue Shield was founded in
1946.

Florida Blue Shield is a companion
Plan to Blue Cross which provides payments for the services of physicians.
Blue Shield was begun in California
in 1939 by the California Medical Association. It, like Blue Cross, spread
nationwide as doctors
everywhere
sponsored Blue Shield Plans in their
states. This 1s why it is known as the
doctor's Plan.
The Plan in Florida began in 1946
under sponsorship of the Florida Medical
Association as a service benefit Plan. It is
these service benefits, made possible by
an agreement between the physicians
and the Plan, that are its most distinctive
feature.
This unique characteristic enables low income subscribers to
have covered physician services paid in full. The participating
physicians have established a Schedule of Allowances for the
services covered by different types of Blue Shield contracts. They
have agreed to accept these allowances as their full fee for
subscribers whose individual or family income does not exceed the
amount set forth in the contract. When the income is greater than
these limits the doctor can charge his usual fee with the subscriber
paying the difference, if any. An exception is the allowance for
maternity benefits, which is not designed to pay for all the services
necessary for obstetrica I delivery.
Blue Shield, like Blue Cross, endeavors to provide realistic
coverage for the serious and unpredictable illnesses or injuries at a
reasonable cost. To the degree possible, every effort is made to
keep contracts current with the constant advancements in medical
care.
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Your New Lingo!
The following are some terms you
will come into contact with at Blue
Cross and Blue Shield. While there are
many more you will be hearing, these
will help give you a basic understanding
of the uniqueness of the Blue Cross and
Blue Shield organization.
NONPROFIT CORPORATION
~ Nobody makes a profit out of Blue
Cross or Blue Shield. If there are any
"profits" - that is, if a class of su bscribers or a group pays in more in rates than
it takes out in benefits - the "profits" are
used to lower rates or give additional
benefits at the same rates. Subscribers
get back all but a few cents out of each
dollar they put in.
BOARD OF DIRECTORS - The
Board of Directors is made up of
community-minded men and women
who serve without pay to represent the public, hospitals, and the
medical profession, in the joint problems of offering the best
protection to the most people.
PARTICIPATING HOSP IT AL - This is any general hospital
staffed by doctors of medicine which has signed an agreement
with Florida Blue Cross to provide benefits for hospital services
and supplies to subscribers. Each participating hospital has one
voting delegate to the Plan.
PARTICIPATING PHYSICIAN -This is a Doctor of
Medicine who is licensed to practice medicine in Florida and who
has agreed to accept the provisions that the Blue Shield contract
outlines for subscribers.
SERVICE BENEFITS - For most covered services, Blue
Cross and Blue Shield pay for the actual services rendered by the
hospital or the doctor, rather than in fixed dollar amounts, which
often are not enough and which stop when the dollars are used up.
CONTINUOUS COVERAGE - Upon leaving a group or
moving from one Plan area to another, a Blue Cross & Blue Shield
subscriber may continue some type of coverage, regardless cf
health condition or how heavily he has been using benefits.
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WHAT IS MEDICARE?
• Medicare is a two-part program of
Health Insurance.
• Part A is Hospital Insurance.
• Part B is Medical Insurance.

Medicare, basically, is a twopart program of Health Insurance
for the eligible senior citizen age 65
years or older. The Social Security
Administration, Department of
Health Education and Welfare is
responsible for the program. Fiscal
administration, including payment
of claims, is handled by various
intermediaries and carriers"throughout the United States and Puerto
Rico.
In Florida, Blue Cross is the largest administrator of Part A of
Medicare the hospital portion of the program. Part A helps pay
for care' received while in the hospital and for related health
services, when needed, after leaving the hospital. Fu_nds_ for the
hospital insurance come from a special trust fund which 1s set-up
by the Social Security Adminis~r?ti~m. Blue Cross pays Part A
claims for over 1,000,000 benef1c1anes to about 300 health care
providers in Florida.
Florida Blue Shield is the fiscal administrator for Part B of
Medicare for the Social Security beneficiaries in Florida. Part ~ is
the medical portion of the program w~ich helps pay doctor bills
and bills for other needed medical services. Part B 1s a voluntary
program in which the beneficiary pays half the c<?st with the
Federal Government matching the other half. Blue Shield pays the
Part B claims of approximately 980,000 beneficiaries to over
7 000 doctors and suppliers.
' Enrollment in the Medicare program is handled by the local
District Social Security office.
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A Note About
This Booklet

WHAT BENEFITS YOU ... AS AN
EMPLOYEE ... MAY EXPECT FROM
BLUE CROSS & BLUE SHIELD

To help you understand the Blue Cross and Blue
Shield operations, the balance of this booklet is
divided into the following sections.

[I]

What Benefits you . . . as an
Employee may expect from
Blue Cross & Blue Shield.

What Blue Cross & Blue Shield
Your Employer
Expects from You.

Blue Cross & Blue Shield Facilities for Your Convenience.

Blue Cross & Blue Shield Activities for Your Interest and
Participation.

In these sections the term "permanent employee" is used. A
permanent employee is one who has completed his probationary
period and has been found to be capable of doing the job assigned
to him. Usually this probationary period lasts for the first 90 days
of employment.
When you become a permanent employee, you are eligible for
the benefits mentioned in this handbook. You will be given a
second handbook detailing these benefits. In addition, you will be
given a recognition pin. Special recognition awards are presented
at the end of five years of service, and on the completion of each
additional five years.
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Following is a comprehensive review of policies which Blue
Cross & Blue Shield follow in an effort to be just and equitable
with all employees.
Knowledge of company policies will enhance your value to
the company and your personal happiness at Blue Cross & Blue
Shield.
You are reimbursed for your services in many ways other than
that which you receive in your pay envelope. The numerous
"fringe" benefits provide equally valuable compensation that has
the advantage of not being subject to income tax or is tax
deferred.
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SALARIES, JOB CLASSIFICATION
PROMOTIONS FROM WITHIN
EMPLOYMENT POLICY

•

Payday is every other Thursday.

• All openings in Blue Cross & Blue
Shield are filled from within insofar as
possible.
• Blue Cross & Blue Shield is an equal
opportunity employer.

EQUAL EMPLOYMENT POLICY

The employment policies and practices of Blue Cross and
Blue Shield are to recruit and to hire employees without
discrimination because of race, religion, color, sex, or
national origin, and to treat them equally with respect to
compensation and opportunities for advancement.
Blue Cross and Blue Shield further recognize that the
effective application of a policy of merit employment
involves more than just a policy statement and have
therefore, a program of affirmative action to make known
that equal employment opportunities are available on the
basis of individual merit, and to encourage all persons to seek
employment with Blue Cross and Blue Shield and to strive
for advancement on this basis.

SALARIES

Salaries are determined on a weekly basis with payments
biweekly, every other Thursday.
Deductions from your salary will include:
Those required by law: Federal Income Tax
Federal Social Security Tax
Group Life Insurance - employee's portion
Other deductions specifically requested by you in
writing.
Salaries are considered a personal matter between you
and the Company.
JOB CLASSIFICATION

At the time you are employed your qualifications
indicate where you will be of most value to the organization,
accordingly you are given a job classification and explanation
as to what job group you come under. In most cases, your
job performance and salary will be reviewed after three
months of service, and then annually until the maximum pay
for your job classification is reached.
This review is in the form of a · written report which
becomes a part of your personnel record.
If you have any questions regarding either your job
classification or salary, ask your supervisor or the Personnel
Department.
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EQUAL PROMOTIONS FROM WITHIN

It is the policy of Blue Cross and Blue Shield to fill all
openings from personnel presently employed as far as is
possible. To promote this policy a listing of new job
opportunities is posted on all bulletin boards for all
employees to read. Each employee who feels qualified may
make application for the position desired. All applications
will be given equal and fair consideration.
The Personnel Department should be kept informed
about any further training on the job or on the outside, such
as night school, since starting work at Blue Cross & Blue Shield.
This training may mean eligibility for consideration for an
advanced position in your department or another department.
If further training is desired to qualify for a b~tter
position with the company, the Personnel Department will be
glad to provide further information, guidance and assistance.
Every employee at Blue Cross and Blue Shield can
advance their position provided they show the initiative and
demonstrate the necessary skills to handle a higher level
position.
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Sick Leave

Vacations

• Sick leave
service.
1 week split into days
if desired.

• Supervisor must be notified by 9:30
a.m.

• After 5 years: 3 weeks; 1 week split into days
if desired.

• If illness is longer than three days a
note from doctor certifying illness and
fitness to return to work is needed.

• After 1 year:

•

2 weeks;

After 15 years: 4 weeks; 1 week split into days
if desired.

A vacation year runs from January 1 through December 31.
Vacation time must be taken in the current vacation year.
Vacation time in one vacation year may· not be taken
consecutively with vacation time earned in the preceding year.
For employees with less than one year's service, the following
policies apply:
Eligible for one week's paid vacation after six months
continuous service. No vacation time is earned in less than six
months.
Eligible for two week's paid vacation upon completion of 12
months of continuous service, provided no vacation time has
already been taken; one week if one week has already been
taken.
A holiday falling within an employee's vacation will not be
considered a day of vacation.
Granting of requests for vacation periods will be on the basis
of seniority within the work unit, to the extent possible.
Final approval for vacation time allowed is determined by
vyorking conditions in the department. Management's decision is
final.
An employee who resigns, or is terminated, with unused
vacation time will be paid for that time in his final salary check.
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is based on length of

Your sick leave program is based upon the length of your service at Blue Cross and Blue Shield (See chart below). Leave is
granted in calendar years based upon the service anniversary
reached that year. Unused sick leave in any year is not cumulative
in following years.
LENGTH OF SERVICE

More than
More than
More than
More than
More ·than
More than

3
1
2
3
4
5

months, less than 1 year
year, less than 2 years
years, less than 3 years
years, less than 4 years
years, less than 5 years
years

SICK LEAVE
AT FULL PAY

2
2
3
4
5
6

Weeks
Weeks
Weeks
Weeks
Weeks
Weeks

SICK LEAVE AT
70% OF BASE SALARY

0
4 Weeks
8 Weeks

12 Weeks
16 Weeks
20 Weeks

The sick leave program shall be administered as follows in
order for an employee to receive pay while sick:

1. The first day of an illness is not paid unless the employee is
hospitalized.
2. For an employee to receive four or more consecutive days of
sick leave pay, he must submit a statement from his physician
attesting to the necessity for confinement. Upon returning to
work employees should report through the nurses station prior
to returning to their work areas.

3. If the disability continues, Blue Cross and Blue Shield may
require at their discretion additional statements from the
employee's physician.
The following exclusions to the sick leave policy should be
noted:
1. Disability occurring while an employee is on an unpaid leave of
absence.
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2. Intentionally self-inflicted injury.
3. That portion of disability benefits which are payable under
Workmen's Compensation or other federal or state regulations.
4. Disability resulting from committing or attempting to commit
an assault or felony.
5. Disability resulting from service in the Armed Services which
would be cared for and compensated for by the U. S.
Government.

DOCTOR VISITS - A maximum of two hours with pay is
allowable when an employee is absent from work for a visit to a
doctor or dentist. If the absence exceeds two hours, the excess
time will be without pay. An employee must have a note signed by
the doctor when returning.
JU RY DUTY - An employee called to Jury Duty will be
allowed time off for such performance. It will be expected that he
furnish his summons and jury pay records as indication of ~ength
of jury service.

LEAVE OF ABSENCE ... WITHOUT PAY

Leave of Absence

MILITARY LEAVE - Personnel leaving Blue Cross & Blue
Shield for involuntary military service will be reinstated upon
discharge from military service on the provision that he reports to
work within 90 days following his discharge, or release to inactive
status.
Employees obligated for two weeks active duty training shall
be granted this leave without pay. One week of vacation time may
be used toward the military leave.

Leave of Absence .... with pay
• Death in Family
• Doctor Visits
• Jury Duty
Leave of Absence .... without pay
• Military Leave
• Leave for Marriage
• Maternity

LEAVE OF ABSENCE ... WITH PAY

Each employee entering military service or short term
encampment is expected to furnish true copies of orders showing
his entry and discharge frt>m service.
LEAVE FOR MARRIAGE - Each case will be considered
individually based on length of leave requested, the employee's
attendance record, his efficiency, and by the condition of the
work in the department at time such request is made.
MATERNITY-A pregnant employee may continue working as
long as she wishes, so long as her doctor states in writing that she
is physically able to continue, and in the opinion of management,
she is able to handle her job in a satisfactory manner. After
delivery, she may return to work as soon as she wishes, with her
doctor's approval in writing, and with the concurrence of
management. .A maximum leave time of six months would be
allowed. Every effort will be made to place her in her former job
category. If this is not possible, she will be hired for a similar job
at the same salary she was paid prior to leaving. Her seniority and
benefits will also remain the same as the day she left.

DEATH IN FAMILY -A leave of absence of three days is
allowed due to death in the immediate family. Immediate family
refers to father, mother, guardian, sister, brother, husband, wife,
child, father-in-law, mother-in-law and grandparents.
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Suggestion Program

TUITION
PROGRAM

• The minimum award is $10.00.
• Forms
are available
Personnel Department.

from

the

• Only those below supervisory level are
eligible.

All full-time permanent employees must have one year's experience with the Plans by the end
of the term to be eligible for
financial assistance for college
courses.
The amount of contribution Blue
Cross and Blue Shield will make
depends on the grades obtained
in the course(s).

The Suggestion Program gives employees the opportunity to
submit ideas for improvement of their working areas and
procedures to management, to provide management with ideas
that will result in more efficient or less costly work processes, and
to provide management with ideas that will make the company a
·
safer and more desirable place to work.
After an employee has come up with an idea he or she feels is
worthwhile and valid, the rest is easy. Suggestion Blanks are
available at all bulletin board locations.
The completed form is returned to the Personnel Department
at which time a number is assigned to it and the suggester's name
is blanked out. A special committee then will review it.
Following this review, the suggestion will be sent to the
department involved for evaluation. The Department Manager of
the department will then review it and if it appears to be a good
one, will make an estimate of the annual savings that adoption of
~he sugg_estion will afford. This estimate is based on clerical savings
in supplies or forms and savings in equipment or machine time.
The suggester wil I be notified if he or she is a winner and an
award of 10% of the estimated annual savings, rounded to the ·
nearest whole dollar, would then be made. The minimum award
will be $10.00.
Eligible employees for the suggestion program are those who
are below the supervisory level.
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COURSE GRADE

Below

A
B
C
D
D

COMPANY PAYS
100%
80%
60%
40%

0

Applications for tuition refund may be obtained from supervisors.
The completed applications should be returned to the supervisor
prior to the beginning of the school semester or quarter. The basic
consideration for approval will be whether or not the course or
degree is related to the employee's present or possible future job
responsibilities. All accredited public and private schools approved
by the company qualify under the program.
Upon completion of an approved course, the employee will submit
to the Personnel Department receipts for tuition, lab fees,
registration fees and required textbooks. Textbooks will become
the property of Blue Cross and Blue Shield after the course is
completed.
Employees shall not be eligible for refund under this plan for any
course for which they are receiving financial assistance from
another source (Scholarship, Veterans Administration, etc.).
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EMPLOYEES'
COUNSELING
SERVICE

JACKSONVILLE
BLOOD BANK
EMPLOYEES
ACCOUNT

TYPEO
P SITIVE

The Employees' Counseling Service
provides employees with a means
through which they can get advice
concerning education, job opportunities, training, job-related
problems and personal problems.
The Employee Relations Manager is
in charge of this activity.
~mployees are encouraged to discuss their concerns with their
immediate superior first. If resolution or understanding is not
r~ached, any_ employee may request a conference with the next
higher superior or beyon? if necessary. However, an employee
~ay seek a c~nference w~th the Employee Relations Manager or
hrs repres~ntatrves at any trme. If the Employee Relations Manager
ca_nnot b~rng the problem to a resolution, it will be taken to the
V1ce-Pres1dent in charge of that division.
S~me employees may be reluctant to enter into discussion alone
with section leaders, supervisors, assistant managers, etc., so each
employee may select a fellow employee if he or she deems it
necessary, to assist in any discussion. Management will where
'
possible, provide privacy and time for such discussions.

EMPLOYEES BLOOD BANK ACCOUNT
All full time, permanent employees and their immediate
families are eligible to receive blood from our employees blood
account maintained at the Jacksonville Blood Bank. This account
is available due to the voluntary donations of blood by our
employees at periodic visits of the local blood bank mobile unit.
All company employees and their immediate families
(husband, wife, children, mother, father, brother, sisters) are
eligible to receive blood when needed. Arrangements for transfer
of blood from the Bank to local hospitals must be arranged
through the Employee Relations Department.

Note:

This service is available to Jacksonville employees only
and can be arranged for local hospitals only. Employees
need not contribute blood in order to receive same when
needed. They are, however, encouraged to donate if they
are abte to do so physically.
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Your Package
of Protection

Holidays

• Blue Cross & Blue Shield employees
enjoy Health Care Protection, Group
Life Insurance, a retirement program,
etc.
• Some become effective immediately.
Others become effective after 90 days.

. The following days are observed by all employees as official
holidays:

• You will receive a second booklet
after 90 days which will detail your
coverage.

New Years Day - January 1
Good Friday
Memorial Day Observance
Independence Day - July 4

BLUE CROSS & BLUE SHIELD HEALTH CARE PROTECTION

Labor Day - First Monday in September
Thanksgiving - Fourth Thursday in November
7.

Christmas - December 25

... ...

J

When a holidayfallson Sunday, the following Monday will be
o~served. When a holiday falls on Saturday, the previous Friday
w111 be observed.

The Plan provides you with hospital and medical-surgical
benefits without cost. This coverage is available after you have
completed probationary employment . and are classified as a
"permanent employee." Married employees wishing to include
their spouse and children may do so by having the difference in
the fees for these depencilents deducted from the last pay check
each month.
New employees may obtain Blue Cross & Blue Shield coverage
prior to attaining permanent status by having the full cost
deducted from their salary until such time as they become eligible
for the company-provided coverage.
Should you leave Blue Cross & Blue Shield, your membership
as a subscriber may be continued on a direct basis or, if you should
be employed where there is a Blue Cross & Blue Shield group, your
membership may be transferred to that group.
GROUP LIFE INSURANCE POLICY
Permanent employees are required to participate in a life
insurance program under a group plan. This plan provides coverage
on a scale which varies according to your salary.
Ann u al Earnings
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$3000 to $4000
$4000 to $5000
$5000 to $7500

Group Life
Insurance

$3500
$5000
$7500

Group Accidental
Death and
Dismemberment

$3500
$5000
$7500

Company
pays
premium
on

$2500
$2500
$2500

Employee
pays premium
on balance

$1000
$2500
$5000
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SOCIAL SECURITY
~mployees with an annual salary of $5000 or more have the
option of supplementing their required basic group life insurance
through payroll deduction.
'
Should your retire or leave our employ, you may continue to
keep th_e ai:n~unt of insurance you are eligible for at that time by
converting 1t in accordance with the terms of the contract.

RETIREMENT PROGRAM
~lue Cross & Blue Shield provides employees with a valuable
retirement program, the cost of which is entirely paid by the
c_ompany ... you do not contribute to this program. This additional compensation has the advantage of being tax deferred ...
you do n~t pay Federal income tax on this portion of your
income until you begin drawing retirement benefits.

Social Security benefits are provided through equal payments
by you and Blue Cross & Blue Shield to the Federal Government.
Your share of the cost is deducted from your salary as required by
law. Death benefits, as well as retirement benefits are provided.
Normal retirement age is 65 for men, 62 for women. If an
employee elects to receive benefits before age 65, monthly
payments will be reduced proportionately. Social Security benefits
may begin as early as age 62, disability benefits at age 50.

BLANKET FIDELITY BOND COVERAGE
All employees are covered by a blanket bond which is paid for
by Blue Cross & Blue Shield.Coverage begins on the day you are
employed.

WORKMEN'S COMPENSATION
You begin accruing retirement income under the retirement
program after you have worked three years for any Blue Cross or
Blue Shield ~l~n,_ provi~~d you are at least 25 years of age, but not
over ~5. This 1~ in add1t1on to retirement benefits through Social
Security, to which the company also contributes.
Employee will be required to retire at the end of the month
in which they become 65 years of age.

For your protection Blue Cross & Blue Shield carries employer's liability insurance for all employees. This covers you against
on-the-job accidents. It is important that you report to your
supervisor any injuries, however slight, that occur to you during
working hours. Complications sometimes develop days or weeks
after "slight injuries," so do not try to judge whether the accident
is serious enough to report ... report it anyway. This is for your
benefit.

DISABILITY BENEFITS
:4,lso provided without cost to you is a supplementary
retirement program in the event that you become totally and
pe~manently dis~bled prior to becoming eligible for regular
retirement ben~f1ts. You will be eligible to participate in this
program after five or more years of continuous employment with
Blue Cross & Blue Shield.
Benefit ~ayi:n_ents_ begin six months after disability upon proof
that the d1sab1l1ty 1s total and permanent, in an amount based
upon a percentage of your regular monthly salary.

INSURANCE COUNSELING SERVICE
This service is available to all permanent employees. The
purpose is to offer an "Insurance Planning Service" where each
employee may discuss his insurance problems with a well-qualified
counselor. This service includes an analysis of the fringe benefits
offered each employee, your existing and future benefits under
the Social Security Act and other phases of personal insurance
which the employee may care to discuss with the counselor. The
total cost of this service is paid by Blue Cross & Blue Shield.
Arrangements for individual interviews for this service during
work hours will be scheduled by the Personnel Department
automatically after you have completed one year's service. This
interview is available on request any time after you are a
permanent employee.
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AUTO INSURANCE PURCHASING PLAN
Blue Cross and Blue shield make available to all employees an
automobile insurance purchasing plan.
The Royal Guard Insurance Plan includes the following
advantages: monthly premium deducted from pay check through
payroll deduction; no interest charges or down payments;
continuing protection on direct pay plan even if an employee
retires or stops deduction for some reason.

WHAT BLUE CROSS & BLUE SHIELD
.. YOUR EMPLOYER .. .EXPECTS

.

FROM YOU

The program is underwritten by one of the Royal Globe
Companies, the American and Foreign Insurance Company, one of
the nation's outstanding property and casualty organizations.
For further information contact the Personnel Department.

Following are points of information and sugge~ti~ns to,aive
you an understa~ding _of what Blue Cross & Blue Shiel cons1 ers
a cooperative attitude in an employee.
By following these suggestions, you will help makef ?ilue
Cross & Blue Shield more enjoya~le for you and your e. ow
employees It will also help maintain the high level of1 subsc~ber
services t~ which Blue Cross & Blue Shield has a ways een
committed.
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OFFICE HOURS

Blue Print For Success

1. KNOW YOUR JOB WELL F" d
what is expected of you. M~ke tn out from your s~~ervisor
all the details of your job.
sure th at you are fam1l1ar with

Regardless of how big or small
. b. . .
to the overall efficiency of th your J~ I~, rt is very important
e organization.
2. BE ACCURATE IN YOUR WORK
visor can rely upon you to do a f·f. B_e su~e that your supern e rcrent Job.

A letter misdirected or a P
. f"
service to our subscribers. aper mrs iled can result in a lack of

3. BE A PLEASANT PERSON B
.
with your fellow workers Tre· t ethconsrderate and charitable
a O ers as you would like to be
treated.
·

4. BE COURTEOUS TO EVERYON
the fact that Blue Cross and Bl E. _Always be ~onscious of
tions. The good will which has b ue
are service organizae;n h ur t up over the years can
only be preserved and im
members of its personnel. prove t rough the efforts of all

s:,~,'d
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OVERTIME WORK

CONDUCT IN HALLS AND ELEVATORS

•

Office hours are from 8:00 a.m . to
4:30 p.m. and 8: 15 a.m. to 4:45 p.m.

•

Lunch period is one-half hour.

•

A morning and afternoon break is
authorized.

OFFICE HOURS
In order to eliminate many of the
problems of traffic congestion in the
parking lots and the long wait on elevators in the morning and afternoon,
approximately half of the employees
working in the Jacksonville headquarters
report to work at 8:00 a.m. and go home
at 4:30 p.m. The other half report to
their desks at 8: 15 a.m. and leave at
4:45 p.m.
The Schedule is as follows:
Floors

Reporting Time

Excused

1,3,5and8
8:00 a.m.
4:30 p.m.
2,4,7,9and10
8:15a.m.
4:45 p.m.
Lunch period is one-half hour. Also a morning and afternoon
break is authorized. Your supervisor will schedule your lunch and
break periods.
You are urged to show your appreciation of break periods
being provided on company time by conscientiously observing the
time schedules to which you are assigned.
OVERTIME WORK
Overtime must be requested by the head of the department and
will not be authorized unless the pressure of work justifies such
action.
Individual consideration will be given those situations when
overtime is required because a holiday interferes with the normal
work week.
CONDUCT IN HALLS AND ELEVATORS
Please remember that even though you may be going to or from
your break or lunch period that other employees are at work in
the building. It is expected that you act accordingly when away
from your desk.
You are asked not to try to enter the elevators before others
have a chance to get off. Do not smoke or stamp out cigarettes in
the elevators or on the stairs. Food and beverages are not to be
carried into the corridors, elevators or office areas.
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TERMINATION OF EMPLOYMENT

USE OF TELEPHONE

RELEASE
LOUNGES AND REST ROOMS
RE-EMPLOYMENT

• Use conveniently located telephones
for personal calls.
• Tell your family not to call you at
work except in extreme emergencies.

USE OF TELEPHONE

Since Blue Cross & Blue Shield is a service organization, telephone communication is a vital part of our service to subscribers,
hospitals and doctors. Therefore, you are asked not to use
company telephones for personal calls so that the lines will be free
for incoming business calls. Conveniently located public telephones are provided for personal use.
You are asked to notify your friends, acquaintances, and
members of your family not to telephone you at work except in
case of extreme emergency.
LOUNGES AND REST ROOMS

All extra clothing, shoes, umbrellas, overcoats, raincoats, etc.,
are to be placed in the lounges where facilities are provided. It is
requested that no food be eaten in the lounges. You are urged to
do your share in helping to keep the lounges and rest rooms clean.
It is impossible to overlook an employee's behavior which willfully
damages the building, or creates untidy conditions.
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• Two weeks notice is needed for termination.
• A written resignation must be submitted.
• An employee released without notice will get salary in lieu of

notice.
TERMINATION OF EMPLOYMENT
RESIGNATION - A permanent employee wishing to resign is
asked to submit a written resignation to his supervisor at least two
weeks prior to the date of anticipated termination. When proper
notification has been given, the terminating employee will be paid
any accrued vacation leave.
Employees not having acquired permanent status are requested to notify the supervisor or Personnel Department of
intent to terminate employment.
MATERNITY - An employee resigning for reason of
maternity shall terminate employment according to policy stated
on page 17.
RELEASE
If an employee is released from his position without notice,
he will receive salary in lieu of notice as follows:
If employed for:
Less than three months .......................................................... None
Three but less than six months ............................................. 1 week
Six months or more ............................................................ 2 weeks
RE-EMPLOYMENT
Former employees who desire to be re-employed will be given
consideration, provided the necessary two weeks' notice was given
at the time of resignation. If the former employee is re-employed,
his eligibility for employee benefits will be the same as those of a
new employee. However, for pay purposes, due consideration will
be given past experience.
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KEEPING US INFORMED
PERSONAL FINANCES
USE OF FIRE ESCAPES

GOOD
GROOMING

Dress For Male Employees

• Notify the Personnel Department
of any address change.
• Know the location of the fire
exit in your area.
• Avoid salary garnishments and
repeated contacts by creditors.

KEEPING US INFORMED

If you change
change in name
•
d"
,
imme iately. Such
Security benefits or

your address
please d . or telephone number or have a
a vise the Person I D
chan es ma
.
ne
epartment
in get~ing
Y be important to your Social
messages to you.
..
Inform the Personnel Department f
O any add1t1onal training
or schooling you may have had si
Cross & Blue Shield. This can b . nee you ':"'ere employed at Blue
e important in promotions.
PERSONAL FINANCES
Each employee is expected to c d
.
on uct ~1s personal affairs in
such a manner as to avoid
garnishments or repeated contac~npleasant_ rnvolv~ments. Salary
be considered grounds for dismisS:1.by creditors while at work will
FIRE ESCAPES

You are urged to know the e
.
your area. These areas should
xabct location of the fire exit for
never e obstructed
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1. Shirts and ties are to be
worn unless the manager has
given specific approval for other
types of clothing.
2. Hair styles should be
moderate with no extremes.
3. Moustaches are acceptable
if kept neat and trim.
4. Beards are to be discouraged. If a beard is worn, it should
be clean and neatly trimmed.
5. Sideburns
should
be
reasonable length and generally
should not exceed an inch or so
beyond the lobe of the ear.
For consistency throughout the company, when there is doubt
in the mind of the manager or supervisor whether a particular style
of dress and grooming is acceptable, the employee should be
referred to the Employee Relations Manager, who will counsel
with the employee and provide a recommendation for action to
the manager or supervisor.
Dress For Female Employees

1. Dress length should not be extreme. Neither maxi nor
micro-mini length is deemed acceptable. Because of figure
variations, no actual length in inches can be expressed. Use good
judgment.
2. Pantsuits are acceptable. The pantsuits should be of matching
fabric with the pants of at least ankle length and the blouse
covering the hips. Sports outfits and flimsy hostess suits are not
acceptable.
3. Blouses may not be low cut or see-through material.
4. Accessories should be simple. Large amounts of hanging
jewelry which would be dangerous around machinery should be
avoided. Heavy multiple rings which interfere with writing or
typing should not be worn.
5. Hair styles should not be extreme. Wear hair or wigs in a
simple neat style that is attractive in office lights.

•
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Cafeteria and Lounge
BLUE CROSS & BLUE SHIELD
FACILITIES for
YOUR CONVENIENCE

It is the aim of Blue Cross & Bl S .
ing and facilities as pleasant a d
ue_ h1eld to make your buildn convenient for you as possible.

The following section tells ou
is expected from each of u . Y . about each of them and what
s m using and enjoying these facilities.

Food and Drink Dispensers
•

The cafeteria is located on the
third floor of the North Building.
A snack area with vending
machines is located on the sixth
floor of the Main Building.

•

Food and drinks may not be
taken to office areas and the
lounges.

•

Your lunch and break periods
will be scheduled by your
supervisor.

For your convenience, a cafeteria is maintained on the third
floor of the North Building. The cafeteria features a varying
selection of entrees, vegetables, salads, sandwiches, soups, desserts,
and hot and cold drinks.
A bank of vending machines on the sixth floor of the Main
Building supplies snacks of candy, pastries, ice cream, hot and cold
drinks, and hot and cold foods.
Employees are asked not to eat or drink in areas other than
the cafeteria and snack areas. The company requests that
employees not eat in the lounge on the third floor adjacent to the
cafeteria. You are also asked not to carry food or beverages into
the corridors, elevators or office areas.
Your assistance and cooperation are necessary to keep the
cafeteria clean. You are expected to deposit your tray and dishes
on the conveyor belt in the cafeteria. All waste material should be
placed in the containers provided.
Your supervisor will schedule your lunch and break periods.
Lunch period is one-half hour. A morning and an afternoon break
are also authorized.
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Lost and Found
Parking

First Aid Station

Bulletin Boards
•

Lost and Found is located in the
Building Manager's Office.

•

Off-street parking is provided in the
West Building parking garage at a
nominal charge.

•

You will be given a parking decal
permit.

LOST AND FOUND

A First Aid Station with a full time registered nurse is located
on the sixth floor.
.
d employees who become ill
,,
h ·ob" accidents an
All on t e J
ferred to this department.
while at work are to be re
·11 f om work and employees who
Employees who go homd e hi
r h the First Aid Station before
lled in ill are to be cleare t roug
ca
· b kt
ark
reporting ac ow
. .
visit the First Aid Station o_nly
Employees are perm1_tted to .
nd must have an authonzawith permission from their supervisor a
tion slip.

For assistance in locating a lost personal article, or returning a
found article to its rightful owner, please contact the Building
Manager's office located off the May Street Lobby. Please turn in
found articles to this office.
PARKING
Parking facilities are available to employees at a nominal
charge. Cars parked in the company parking facilities must display
a Blue Cross and Blue Shield parking permit decal and reserved
space number. Parked cars will be checked periodically for decals
and proper parking. Normal safe-driving practices are to be
observed when entering or leaving the parking facilities. You are
asked to keep your car locked when parked.
On-street parking is subject to posted parking time limits and
should not be used by employees reporting for work.
Double parking is in violation of city ordinance and is
prohibited at all times, whether or not the car is occupied.
Disregard of this regulation is inconsiderate of, and dangerous to,
other personnel. Employees are to advise drivers who may be
waiting for them as they leave work that such cars are to be
parked at the curb or in vacant spaces in the parking lot.
BULLETIN BOARDS
Items of interest and matters which pertain to you are posted
on bulletin boards. Please do not post notices without first
clearing the notice with the Personnel Department. Check the
bulletin boards regularly. They are located on all floors.
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Savings Programs

CREDIT UNION
ed to join the Blue Cross
Permanent employees ?re en~o~~ai~n This is an ideal way to
and Blue Shield Employe~s Cr~~1of inter~st; or to make l~ans at
save
money at
an at!r~ct1ve
low interest
rates,
wit pay ~!nts arranged according to income
.
are handled through
and ability to pay.
For your_ convenience tr~7tl~~';~~s officer or the Person_nel
payroll deduct1on_s. See any ~:etransacted with the Credit Union
Department. Business may
·OO
Manager from 12:30 p.m. to 2.
p.m.
GS BOND PROGRAM
h
Us Savings Bonds
UNITED STATES SAVIN
I
asedesired.
· · The Personne I
Permanent emp oyees . may pure
n if so
through the payroll d~duct1on pl_~h the necessary authorization
De artment will furnish you w1_
fo~ to be signed for bond deductions.
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EMPLOYEES' CLUB
BLUE
CROSS & BLUE SHIELD
ACTIVITIES FOR YOUR INTEREST
AND PARTICIPATION

SERVICE RECOGNITION
EMPLOYEE PUBLICATIONS

• Membership in the Employees
Club is voluntary.

4

• Service Awards are presented on
anniversaries.
• There
are
publications:
HEADLINES.

two
employee
PROFILE
and

EMPLOYEES'CLUB
The Employees' Club is sponsored by the Jacksonville
employees to promote fellowship and encourage a spirit of
cooperation among employees. Membership in the Club is
voluntary and is regrettably limited to Jacksonville employees.
Club funds are used to purchase flowers for members or their
immediate families on appropriate occasions.
EMPLOYEES HONORED FOR SERVICE

. The people who work with you offer an excellent opportunity _t~ make ~ew friends. Like the people in your church and
your c1v1c_ organizations, your fellow employees have a common
interest with you that often leads to deep and lasting friendships.

Employees receive a service recognition pin after 90 days
signifying they are permanent employees.
Upon reaching the five-year milestone, they receive five-year
pins and are eligible to attend a luncheon with other five-year
employees, usually held in April. Name plates are also presented
for the employees' desks stating "5 Years Service."
Ten year employees receive ten-year pins and are eligible to
attend a ten-year luncheon usually held in the latter part of the
year. Marble desk pen sets with the employees' names engraved are
also presented at the luncheon.
A 15-year service pin inset with a ruby stone is presented to
each employee with 15 years of service.
Twenty year employees receive handsome wall barometers
and 20-year pins with sapphire stones. They are also invited to
attend a 20-Year Club dinner, usually held in January.
A 25-year diamond service pin is reserved for employees with
25 years of service.
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A service pin with a diamond and a ruby stone is given to any
employee who reaches a 30-year milestone. A laminated plaque is
also presented by the Blue Cross Association in Chicago.
PROF I LE publishes the names of all employees with one and
five year anniversaries. Articles appear about ten year employees;
articles and photographs appear about employees with 15, 20, 25
and 30 year anniversaries.

EMPLOYEE PUBLICATIONS
PROFILE is a monthly magazine which reports interesting
news items of and concerning Blue Cross & Blue Shield employees.
HEADLINES is published as newsworthy items occur. It
presents information of interest to employees in capsule form.

What The Emblems Mean

..
BLUE
CROSS

+

'CD
®
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'

.

BLUE
SHIELD

The Greek Cross is the international emblem for the relief of
the sick and wounded.
The strong, alert human figure centered in the Greek Cross
represents dedication to providing help for all mankind. It is
the modernized version of the famed Leonardo da Vinci
figure of a man with outstretched arms.
The shield has been a symbol of protection since medieval
times.
The Caduceus (the Wand of Mercury and Serpent of
Aesculapius) has symbolized the healing art for many
thousands of years.
This mark beside Blue Cross and Blue Shield certifies that
they are officially registered with the United States
Government. The use of either the symbols or the names is
restricted to authorized organizations.
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